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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.
For high grades use examples and illustrations where appropriate. 

Q. 1.
I. Management may be an industry or a trading concern. 
If you want to start and run a business you will always need money, equipment, material and also men. 
All things named above are considered as inputs for a business that result in output in terms of product or services. 
Management refers to the process of using inputs (men, machines, etc.) through set up directions to produce desired results i.e. outputs. 
Results of outputs can be different for every business even though they used the same inputs at the beginning. Everyone has their own strategy and can do things slightly differently and that can affect the final product. 
Essentially, management is a series of activities classified into various functions like planning, staffing, directing, and controlling. 

II. Management can be separated into three categories:
· TOP LEVEL MANAGEMENT 
Board of Directors and chief Executive, Chairman, Managing Director, President, Executive Director, General Manager, this level determines the objectives of the business and exercises an overall control over the organisation. 
· MIDDLE LEVEL MANAGEMENT 
Heads of various departments (production, sales, etc.) and other departmental managers. The business is translated into departmental objectives and heads of the departments then work out their own strategies to achieve these objectives. 
· LOWER LEVEL MANAGEMENT 
Foremen and supervisors who look after workers, and making sure that the work is carried out properly on time. They are also responsible for the actual production of products and services in the organisation. 

III. Equity should be followed by all levels of management.
There should not be any discrimination in regards to race, sex or religion.
Managers should supervise and monitor this process and they should treat employees fairly and with respect.
Equity does not mean that all employees of the organisation must be treated and paid an equal salary, it means everyone in the organisation is treated with respect and without any discrimination.

IV. [image: ]Henri Fayol “the father of Modern Management” divided the functions into five categories.

· PLANNING 
Thinking about future and goals that the organisation would like to achieve. Manager set up time frame, budget and team to complete the task and how to achieve the set up goals. 
· ORGANISING 
Manager has to organise his team and explain all important instructions and information to avoid mistakes. Manager also check and control that everything is going as planned. 
· COMMANDING 
Communication between manager and his workers about involvement in the work. Manager must help and inspire his people to work to their very best, he should avoid overburdening them and treat them with respect. 



· COORDINATING 
Manager needs to have everything under control, that no one is duplicating someone else task and that people are not working for cross purpose. 
· CONTROLLING 
Manager has to make sure that the standards of work is up to the standards of the company and everyone is following the work policy of the company. 

V. a, iii
b, iv
c, i
d, ii

i.
A, b, i
B, a, iii
C, c, ii


Q. 2.
[bookmark: _GoBack]Planning is looking forward, which means we can plan and take control over future. By planning we set our tasks and deadlines so we can focus on seeing the final picture of our product. By planning we are looking forward; we can set our personal or organisational goals and prepare for the future.
Planning is not ending with such strategies or guidelines, it goes hand in hand with controlling, organisation and making sure everything goes as planned. We all know plans don’t always proceed as planned, so during the process of making the actual product we have to try avoid mistakes and delays to succeed our set up goals.

Controlling investigates whether planning was successful.
Controlling takes place after the other functions have been completed. For this process we have to look back and have to analyse the performance of our planning, organising and leading - that’s why we say controlling is looking back. When you control your final product it must match all set up criteria and if it hasn’t you can learn from your mistakes and use a different strategy next time.

Simple examples: 
1.      A company has 10 men on daily shifts and needs to make 10 000 pieces of plastic cubes in 5 days. Using a standard process, one man makes 1000 pieces a day.
The company has to plan that in 5 days they cannot make 10 000 pieces with just 10 men. The plan then will be to put 20 men on shifts and easily make 10 000 pieces of plastic cubes to avoid delay and achieve their set up goal.

2.      A building company has got a contract to finish their project on the 10th of July. Unfortunately they will not be able to finish their work on this date. The reason for this is they had a planned budget, but it was not high enough to cover all outgoings and that stopped all work for a few weeks.
The company was supposed to plan a reasonable budget to cover all their outgoings from beginning to end. 

CASE STUDY
1. Hierarchy of management means three levels of management relying on each other. It all works like a pyramid, the middle level of management subordinate to the top level of management, and the lower level of management subordinate to the middle level of management. 

TOP LEVEL MANAGEMENT
▽
MIDDLE LEVEL MANAGEMENT
▽
LOWER LEVEL MANAGEMENT

2. If there is a problem on the factory floor, Irene Rogans (Lower level management) should discuss the problem with Vijhay Singh (Middle level management) first, and then if he cannot resolve it, he will discuss it with William Davis (Top level management). 

3. The Top level management (William Davis) is the Chairman. 

4. The Lower level management (Irene Rogers). Her primary responsibility is the actual production of goods and services in the organisation. 
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